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HCM Activate an Inactive Organization HR Organization Administrator
ACTIVATE AN INACTIVE ORGANIZATION

1. Go to Inactive Supervisory Organization Related Actions button

2. Select Reorganization —» Activate

Activate Organization
Supervisory Organization (inactive) Ge=s)
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HCM Add Retiree Status For Worker HR Organizer
ADD RETIREE STATUS FOR WORKER

1. Access the Add Retiree Status task, select the Terminated employee and click OK

Add Retiree Status

Employee *

2. Specify an Effective Date at least one day after the termination date.

3. Select a Reason and Retiree Organization.

¢ Add Retiree Status

Tormination Date 08/01/2020

Effective Date * /0D /YYYY [
Reason *

Retiree Otganization *

4. Click Submit and Done.
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HCM Add Retiree Status For Worker HR Practitioner
ADD RETIREE STATUS FOR WORKER

1. Access the Add Retiree Status task, select the Terminated employee and click OK

Add Retiree Status

Employee *

2. Specify an Effective Date at least one day after the termination date.

3. Select a Reason and Retiree Organization.

¢ Add Retiree Status

Tormination Date 08/01/2020

Effective Date * /0D /YYYY [
Reason *

Retiree Otganization *

4. Click Submit and Done.

TEAM Ba |t| m O re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 1
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HCM

Note: All instructions in this job aid start from the Worker Profile page. To access your Worker Profile
page, click your Profile icon, then View Profile.

Add Worker Contract
ACCESS YOUR WORKER PROFILE PAGE

Your Worker Profile page displays information about you, including your office location, phone number, and compensation.
Note that the visibility of sensitive information is controlled by individual users’ security profiles.

ADD CONTRACT FOR WORKER

1. Click your Actions button.
2. Select Job Change > Add Contract

W@Jy,

Operations Officer V e

Actions

Benefits >
Business Asset >
Business Process >
Calendar >

Committee Membership >

Compensation >
Job Change I >
Manage Work >

@ Location
7 E Redwood St

Transfer, Promote or Change Job
Change Business Title

Change Location

Add Contract

Add Job
Assign Collective Agreement

End Collective Agreement Assignment

Launch Onboarding
End Additional Job
Report No Show

Terminate Employee
Manage Probation Periods

Switch Primary Job

Organization DHR - Chief, Shared

Daiai Til i £,

TEAMBaltimore
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HCM Add Worker Contract HR Practitioner

3. Select Worker, Contract Start Date and Position and Click OK

Add Contract

“Moriaer L] W ey
Comeact SanDawe ® | 0372872020 [

Paditian &

4. Select the required fields

< Add Contract

( )@
P100238 Test Monitor (+)

Contract Start Date  08/28/2020

v Contract Details

Contract End Date

Effective Date /72020

Location 1010 W Baltimore St
Employee Type Regular

Reason

Contract ID

Contract Type

Status *

Date Employee Signed MM/DD/YYYY 5]
Date Employer Signed MM/DD/YYYY 5]

MM/DD/YYYY 5]

Contract Description

Contract Attachments

5. Click Submit and Done.

TEAMBaltimore

Transforming - Engaging - Automating - Modernizing
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HCM Amend or Complete the 1-9 form HR Practitioner

AMEND OR COMPLETE THE I-9 FORM

ACCESS YOUR PERSONAL PROFILE BY SELECTING THE CLOUD ICON FROM YOUR HOME PAGE

1. Hover over the action button to select Personal Data, complete 19

Change My Home Contact Information

Change My Work Contact Information

Change Emergency Contacts
—_— View My Emergency Contacts

(_ Actions ) sy rpency

View My Primary Address Changes

Social Networks

Actions
Change My Personal Information (E E

Benefits 3 View My Personal Information

_ Change My Photo
Business Asset )

Change My Legal Name t
Husiness Frocess ' Change My Preferred Name iress
Calendar > )
View My ID Information
Compensation 3
Change My Veteran Status |dentification
Job Change b
Complete Form 19
Manage Work b
Change Self-ldentification of Disability
Payment »
Payroll 5 Maintain Payment Elections
Personal Data > Delete My Photo
Locauon T HUT Erayene ot
Procurement >
Time in Position
Recruiting b

/70| TEAMBaltimore | -
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HCM Amend or Complete the 1-9 form HR Practitioner

2. Complete all the required information

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Farm 19 na later than the first day of employmens, but not before accepting a job affer,

Last Name (Family Name) & Fitst Name (Given Name) % Nidite Initial

nher Last Names Used (if any)

Address (Street Humber and Name) % Apt. Number City or Town *
TP Cade +
Date ot Birth * MM /DD/YYYY (5] US: Socia) SecuriyNumber | Emplayee's E-mail Address

Employer's Telephane Number

I attest penay of perury, that | ofthe

A citizen of the United States

A noncitizen nations] of the Unifed Sttes (See instructions)

& lawful permancnt resident (Aken Registration Number/USCES Numiber)

An allen autnonzed 1o wark Lt (exgiration ate, i appicae, mm/ddryyyy)
Some alens may wrte "N/A” in the expiration date fild. {Ses instructions)

L BT

4. Be sure you select Submit to move this process forward to HR Practitioner.

Note: If you need assistance, you can download and read instructions

»START HERE Dowrioad and read Witactons corefully before compieting this 1oem The insTections must be aviriadie, ovther In pager of dlectionioaly. during compietion of Tis form
Empiayers are Lable Tor arvors in the compieton of s form

Form 45 hstructons

TEAM Ba |t| m o re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 2
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HCM Assign Collective Agreement HR Practitioner

Creates or Updates Collective Agreement for a Worker. The Collective Agreement includes Applicable Factors and Factor options.
ASSIGN COLLECTIVE AGREEMENT
To request compensation change:

1. Search for assign collective agreement -task and enter the name of employee.

W Q bearch

2. Enter the name of the worker and position details will be populated automatically.

Assign Collective Agreement

EffectiveDate  08/26/2020 [o]

Worker *
Position * (empty)
/\ TEAM Ba |t| m O re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 1
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HCM Assign Collective Agreement HR Practitioner

3. Enter Collective Agreement

< Assign Collective Agreement

Worker

Position

Effective Date 08/26/2020
Location 401 E Fayette St

Collective Agreement *

- enter your comment

Save for Later Cancel

4. Click Submit.
5. Click Done.

W@]ya TEAM Ba |t| m O re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 2
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HCM Assign Costing Allocation HR Practitioner
ACCESS YOUR WORKER PROFILE PAGE

Your Worker Profile page displays information about you, including your office location, phone number, and compensation.
Note that the visibility of sensitive information is controlled by individual users’ security profiles.

Note: All instructions in this job aid start from the Worker Profile page. To access your Worker Profile page,
click your Profile icon, then View Profile.

ASSIGN COSTING ALLOCATION FOR A WORKER
1. Click your Actions button.

2. Select Payroll>Assign Costing Allocation. Or Access the Assign Costing Allocation task.

Payslip Delivery

Run On Demand Payment
Run Manual Payment

Run Retro Pay Calculation

Record US Withholding Order

Withholding Orders

Actions
Add US Tax Elections

View US Tax Elections

Benefits >
Copy Tax Elections for Worker
og Business Asset > . y .
o0 View Payee W-4 Withholding IRS Report
Business Process 2 Tax Documents
Calendar N View Year End Tax Documents Printing Elections for Worker

Maintain Tax Treaties
Committee Membership >
P View Tax Treaties
Compensation > Tax Filing Periodic Data for Workers

Tax Filing Quarterly Data for Workers

Job Change >
Manage Work » Assign Pay Group

o Maintain Payroll Reporting Codes
Organization >

View Payroll Reporting Codes
Payment v Assign Costing Allocation
Payroll > Change No Retro Pracessing Prior To

View Payroll Limit Overrides for Worker

@ b B @ @ =3 B

Payroll Interface >
Maintain Payroll Limit Overrides for Worker
Personal Data >
E Audit - Missing Tax Levy Deduction Restrictions
Procurement >
ﬁ Provisioning Groups >

Recruiting

TEAM Ba Itl m o re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 1

Transforming - Engaging - Automating - Modernizing

w@oy.



HCM Assign Costing Allocation HR Practitioner

3. Select Worker. If applicable, select a Position and an Earning.

Note:
Position: Applies the allocation instructions only to the selected position.

Earning: Applies the allocation instructions only to the selected earning. You can select from all earnings or earnings associated with
the worker (or position) compensation plans. When blank, the allocation instructions apply to all earnings for the worker or their position.

Assign Costing Allocation

Worker Costing

Worker X Ay Bt

Position * w 51120 Operations Officer V -
Ay B rmw

Caming

4. If If an allocation exists, enter its End Date.
5. Define a new costing allocation, either:
a. Click Add.
b. Selectthe Copy Costing Allocation check box.
Workday displays new or copied allocations first but doesn't copy attachments.
c. Enter the Start Date and optional End Date for the new allocation. Dates can't overlap past or future instructions.

6. (Optional) Expand the Costing Allocation Attachments section to attach files.

TEAM Ba Itl m O re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 2
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HCM Assign Costing Allocation HR Practitioner

7. Enter costing allocation details.
a. To allocate 100% of the costing to the same worktag values, enter details in 1 row.
b. To distribute the allocations, enter an additional row for each allocation split.

c. Enter Cost Centre, Fund, and Additional Worktags.

8. Click Submit and Done.

/Ia TEAM Ba Itl m O re Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 3
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